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Foreword

Contracting for engineering, architectural, legal, accounting, or other professiona services, is a
common and necessary function of municipal government. This publication isintended to provide
guidance for the development of a uniformly consistent and documented professional services se-
lection procedure.

The suggested procedures apply to normal or routine situationsin which acity needsto contract for
professional serviceswhich arenot availablein house. There may be special situationswherethese
procedures must be varied to expedite needed assistance.

Throughout this document reference is made to “city,” but this material may be applied to any
municipal corporation in Washington State.

TheMunicipal Research & Services Center is pleased that members of the Washington State Chap-
ter of the American Public Works Association, members of the City Engineers Association, and
members of the Architects & Engineers Legislative Council participated in the preparation of this
publication. These individuals contributed hours of effort to make this document readable and
workable.

Specia acknowledgment isgiven to Roy H. Peterson, P.E., Public Works Consultant, who prepared
thisdocument, and to MRSC'’slegal staff for their review and other contributions. A special thanks
to Holly Martin, Word Processing Specialist, for her work on format design and copy preparation.

Richard Yukubousky, Executive Director

Municipal Research & Services Center
of Washington
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| ntroduction
ik
This publication isintended to provide municipal government with guidance and suggested format

for the development of auniformly consistent and documented procedure for contracting of profes-
sional services.

The State of Washington has established a uniform policy for the procurement of architectural,
engineering and land surveying servicesfor al state, county and municipal governments. The pro-
curement policy isspecified in Ch. 39.80 RCW.

The basic stepsin the contracting process are namely:

Determination of servicesdesired

Advertisement of servicesdesired

Evaluation of qualifications submitted

Selection of most qualified firm or individual
Negotiation with the most qualified firm or individual
Contract execution

The above basic steps should be considered a guide for the selection of all professional services,
whether or not required by the state statutes.

Because the selection of the most qualified professional is based upon the subjective evaluation by
the city, it should be approached with adequate guidelines for all to understand. The selection
procedure should be what the city feelswill determine the most qualified professional in the city’s
opinion.

Whatever the reason for seeking professional services, the city isfaced with two basic tasks:

1. | dentifying and sel ecting the professional best qualified to meet the city’s needs; and
2. Ensuring that the selected professional understands and provides for the city’s needsin the

most cost-effective manner.
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Professonal Services Under Chapter 39.80 RCW
i

In general, thefollowing professional services should be procured under the provisionsof Ch. 39.80
RCW:

Architectural design
Engineering study and design
Land surveying

L andscape architecture
Structural design

RCW 39.80.020 (5) provides:

“Architectural and engineering services’ or “professional services’ means profes-
sional servicesrendered by any person, other than an employee of the agency, con-
tracting to perform activities within the scope of the general definition of profes-
siona practicein RCW chapters 18.08, 18.43, or 18.96.

Chapter 18.08 RCW definesthe professional practice of architecture. Chapter 18.43 RCW defines
the professional practice of engineering and land surveying. Chapter 18.96 RCW definesthe profes-
sional practice of landscape architecture.

Asaguideline for the application of the provisions of Ch. 39.80 RCW, any service that would be
provided by one of the abovelisted professionals, intheir capacity asaregistered architect, engineer,
or land surveyor, should be procured under the provisions of Ch. 39.80 RCW. These additional
professional services might include geotechnical, environmental, aerial photography, and GIS map-
ping services provided by registered professionals.

m  Why Chapter 39.80 RCW Exists

For most municipal construction, the lowest priced design of a project may not be the best for the
municipality. By determining the most qualified firm or individual to provide aprofessional report
or design the municipality ismore likely to receive the most cost-effective project.

The professiona’s plans and specifications shoul d specifically describe the project and closely define
how the project isto be constructed. The most qualified firm or individual should produce the best
set of plansand specifications. Sincethe project iswell defined, the competitive bidding processis
likely to result in the best construction for the lowest possible price.
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Recognizing that design costs are only a small fraction of the overall project cost, the best design
usually provides the best project for the monies expended.

The facility owner, the City, generally pays for costs arising from defective or incomplete design.
When the City providesthe design to the contractor, then the design’s adequacy isimplicitly guaran-
teed. Thecontractor isnot expected to prove fault or negligencein the design to establish the City’s
liability for defective design.

The design consultant’sliability to the City for design defectsisnot as clear asthe City’sliability to
the contractor for the same defects. In order for the consultant’sliability to be established, the City
must demonstrate that the consultant failed to exercise reasonabl e judgement and professional skill.

Reliance upon price may not be substituted for the exercise of judgement in sel ecting the provider of
needed architectural, engineering, or land surveying services.
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Other Professonal Services
ki
Not all professional services available to cities and towns are governed by Ch. 39.80 RCW. For
example, professional servicesoffered by attorneys, computer programmers, financia analysts, bond
counsels, accountants, etc. may be procured by direct negotiation with aselected firmor individual.
All cities may negotiate for professional services other than those covered by Ch. 39.80 RCW.

What constitutes a profession? A profession has been defined in Black’s Law Dictionary, Revised
4th Ed., p. 1375, asfollows:

A vocation, caling, occupation or employment involving labor, skill, education, spe-
cial knowledge and compensation or profit, but the labor and skill involved is pre-
dominately mental or intellectual, rather than physical or manual.

In addition to the well-established professions such as law, medicine, theology, architecture, and
engineering, theterm “professiona” has cometo include amuch wider variety of skillsand occupa-
tions.

Professional servicesfor which cities may negotiate servicesinclude:

Accountants

Artists

Attorneys

Bond Brokers

Computer Programmers/Consultants
Insurance Brokers

Economists

Financial Analysts

Planners

Real Estate Appraisers

Codification of Municipal Ordinances

However, to select the best qualified firm to provide required professional services, the procedures
for architectural and engineering services are a good guide to follow in procuring all professiona
services.
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The Sdection Procedure

B Why Follow These Procedures?

Occasionally the selection of a professional serviceisleft to the whim or “gut feeling” of someone
who may not understand the full extent of servicesdesired, or the qualifications of the candidatesto
provide those services. The“nicefellow that was wearing the gray suit with thered tie” might not
bethe best qualified.

Similarly, the other consultants who prepared and presented their qualifications may not feel that
selecting the “nice fellow wearing the gray suit with the red tie” was the proper procedure for the
city to havefollowed.

Because the selection of the most qualified professional is based upon the subjective judgement of
the city, both the consultants and the city benefit when a planned and documented sel ection proce-
dureisfollowed.

Certainly, not al of the procedures suggested herein may be needed for selecting all professional
services, but the stepsinvolved should be considered in theimplementation of the sel ection process.

The purpose of these proceduresis.

1. To obtain the best professional services at areasonable cost;

2. To establish an open, documented procedure for selection of professional services;

3. To avoid potential conflicts of interest, or the appearance of favoritism in the selec-
tion;

4. To permit all qualified professionalsto have an opportunity to be considered.

B Deermination of ServicesDesred

Before the city solicits consulting services, it is necessary that clear and specific answers be devel -
oped for the following questions:

What needs to be done?

Why doesiit need to be done?

Why should aprofessional service provider doit?
What level of effort will berequired to doit?

6—Contracting for Professional Services



e What qualifications and resources are required to do it?
e |sfunding availablefor thisservice and for the resulting project?

If these questions are not answered before the professional isretained, the professional’s experience
and services may not be used most efficiently.

In some cases the answersto these questions are easily made. For example, if the city has madethe
decision to extend the sanitary sewer system by building anew intercepter line and pump station, and
the city has no experienced design staff, the need for a professional design consultant with experi-
encein sanitary sewer and pump station designisclear.

In other instances, the answers may not be easily developed. For example, if the wastewater treat-
ment plant is not in compliance with effluent standards, does the city need a design consultant, a
process consultant, or an operations consultant? Must the consultant identify and solve the prob-
lem, or isthe problem already identified?

After the answers to the above questions are written down, management then needs to answer the
following questions:

Isthisan actual immediate need?

Isit compatible with ongoing projects?

Isit sufficiently detailed?

What can city staff provide?

Isfunding availablefor the professional services?
Isfunding availablefor the resulting project?

To avoid responses from unqualified professionals, the determination of services required should
include:

1. A specific description of the proposed project, and the specific degree of servicesto
be provided:
a Preliminary studiesand recommendations
b. Design services
C. Construction supervision/management
d. Peer review
2. Time frame to perform required work.

3. The minimum qualificationsrequired:

Experience of the organization

Experience of each professional who would participate
References

Availability of the organization to meet established timeframe.

oo opw
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B Advertisement for Services Desred--The Request For Qualifications (RFQ)
RCW 39.80.030 provides that:

Each agency shall publish in advance that agency’s requirements for professional
services. Theannouncement shall state concisely the general scope and nature of the
project or work for which the services are required and the address of arepresenta-
tive of the agency who may providefurther details. Anagency may comply withthis
section by:

@D Publishing an announcement on each occasion when professiona services
provided by aconsultant are required by the agency; or

(2)  Announcing generally to the public its projected requirements for any cat-
egory or type of professional services.

For major projects, most cities choose to publish a separate Request For Qualifications (RFQ) that
specifically describesthe servicesto be provided and the qualifications needed.

The second option, often used, isthe publication of an annual general Request For Qualificationsfor
those routine design services anticipated to be needed in the coming months. The statute does not
require an annual publication of anticipated projects, but usual practice dictatesthat receiving quali-
ficationsfrom professionals at |east annually assuresthe city that it isaware of all available profes-
sional services, in order to select the most qualified for each particular service.

B Publication

The Request For Qualifications (RFQ) and its publication is intended to reach those potentially
interested consultants that can provide the services desired, and within the established time frame.
For instance, asmall local project would probably not need to be published in a major newspaper
with a statewide circulation. In fact, practice indicates that most projects might appropriately be
published in the local newspaper. However, the previous example of awastewater treatment plant
problem might require very specific experience, and its advertisement might be published inalarger
circulation newspaper, or even in national trade magazines.

B Format of the Request for Qualifications

Whether the RFQ is for a specific project or for a*“category or type” of professiona service, the
basic format should includethefollowing items:

® Projecttitle
® Project description
® Scopeof servicesdesired
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Submissiondeadline
Agency representative
Format of response
Criteriafor selection
Number of copies desired

Examples of advertisementsfor the Request For Qualifications (RFQs) arein Appendix A.

B Additional Information tothe RFQ
Often acity will prepare an additional detailed project summary that is mentioned in the RFQ and
made available to interested consultants. The project summary supplementsthe information in the
RFQ to assist theinterested consultantsin understanding the desires of thecity. It mightincludethe
following information:
e Transmittal letter
e Reason for project
® Scope of services being requested
e Estimated budget or cost of project
e |nstructionsfor submittal of qualifications
Format of response
Number of copies of response
Deadlinefor response
e Criteriato be used to evaluate submittals
® Special contract provisions

e Name and telephone number of city contact person

Note that the city contact person only provides the information already available. No additional
information or dataisto be provided to only one or afew interested professionals.

If additional information is provided to those responding to the RFQ, and later further informationis
deemed to be necessary, it must be issued to all interested professionals before the deadline for
submittal of qualifications. Thismight beissuedintheform of aregistered/return receipt mailingto
al who responded to the advertised RFQ.
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B Format of Response

In order to simplify the evaluation of responses received, it is a common practice to limit the re-
sponses to a specific number of pages, say for example 20.
A suggested format might include the following items:

1. A letter of interest signed by aprincipal of the professional firm with a statement as
to the availability of the firm to complete the work within the stated time period, the
firm’sinsurance coverage, and astatement of itsfinancia stability (limited to 3 pages);

2. A demonstration of the firm’sunderstanding of the project through an outline of their
suggested approach to the project (limited to 10 pages);

3. Evidence of thefirm’'sability to perform the work (limited to three pages);
4, Experience of the staff who would be assigned to the project (limited to two pages);

5. Reference, including names and tel ephone numbers of previous clientswith similar
projects (limited to two pages).

Although not frequently used at thistime, another practiceisto limit the submittal to Federal Stan-
dard Form SF 254 “ Architect-Engineer and Related Services Questionnaire,” and SF 255 “ Archi-
tect-Engineer and Related Services Questionnaire for Specific Project.” Many find it difficult to
properly evaluate the qualifications of the different professionals when these standard forms are
submitted.
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Evaluation of Qualifications Submitted
ik
The responses received to the advertisement are reviewed and the number narrowed to a manage-
able number of interviews, say three finalists. A major project might include alist of five or six
finalists, whileasmaller local project of lesser difficulty might have alist of two or threefinalists.

Thelist of findlistsfor interview should include only consultantswhich thecity feelsare qualified and
which the city would be prepared to retain.

B Evaluation

Evaluation Committee

One satisfactory procedureisto utilize an evaluation committee of three or five individuals, one or
two of whom aretechnically familiar with the project. The other members of the committee should

be generally familiar with the project requirements.

Thefina selection is usually made by the City Council, unless that duty has been delegated to the
department or division director, based upon the eval uation committees recommendation.

Evaluation Criteria

To assist the evaluation committee, and to insure aproper evaluation of the submittals, an evaluation
criteria should be developed before receipt of submittals. Often, the evaluation criteriais made a
part of the advertisement for services, so the respondents may direct their responsesto the weighted

criteria.

A sampleevaluation criteriamight be asfollows:

Criteria Points
Previous experiencein the servicerequired 0-25
Expertise of key personnel 0-25
Suggested project approach (understanding of project) 0-20
Response of references 0-10
Ability to meet time schedule 0-10
Previous experience on city projects 0-10
Maximum Points 100
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Theevaluation criteriashould be specifically devel oped for each project based upon size, complex-
ity, time frame, etc. A specifically designed selection criteriamakesit easier for the consultantsto
submit the desired information, makesit easier for the evaluation committeeto performitstask, and
reducesthe possible problems of challengesto the selection processthrough careful evaluation and
documentation of the procedure.

It must be noted that smaller, or simple projects, might require only ashort evaluation, such as.

Criteria Fair Good Best

Previous experience
Experience of key personnel
Previous experience on city projects

It isto the advantage of both the city and the consultants to advise the interested consultants of the
weighted selection criteriato be used by the city.

Sdection Procedure

In the advertisement, the number of copies of the submittal should be specified, usualy one more
copy than the size of the evaluation committee.

Distribute one set of all submittals to the evaluation committee and give them time off from their
normal dutiesto study the submittals. Good eval uations cannot be completed if thereisinsufficient
time. Set adeadlinefor return of the completed written evaluations of each submittal. Each com-
mittee member should individually evaluate each submittal based upon the prescribed criteriaand
submit awritten score for each submittal. The committee should meet and review their scores for
each submittal and develop alist of finalistsfor submittal to the department or division manager.

Notification of Finalists

Before making a final selection, know the principals of the professional firm and know and be
comfortable with the personnel they intend to use on your project!

Thetop threeto five finalists should be notified of their selection and their scheduled interview.
Those not selected should aso be notified. In this notification, set a prescribed time when they
might critiquetheir submittal with the city’sdecision maker. Thisscheduled critique, if requested, is
when the selection criteriascore can be reviewed for the benefit of those not selected. A set criteria
al so assures that the selection was made on a sound basis without any presumed bias.

The notification of the finalists should indicate a schedul ed interview procedure.

Most interviewsfollow aprocedure similar to the following example:

1. Time and Placefor Interview
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2.

Interview Procedure
a General introduction by consultant (limited to five minutes).
b. Project approach by consultant’s project manager (limited to 25 minutes).

C. Often the city might provide specific questions that al the finalists are to
respond to (limited to 15 minutes).

d. Questions by selection committee (limited to 15 minutes).

The suggested time periods used in the above example aretypical for most presentations, but can be
varied based upon the project involved. Very large and complex projectsrequire considerably more
presentation time.

The city should either provide each consultant with the following suggested questionsto respond to,
or ask these questionsduring the oral interview if they have not been responded to in the consultants

presentation:

1.

9.

10.

What organization structure do you propose to successfully organize your staff and
to complete this project?

Please have your proposed project manager explain to the committee your firms
approach to this project.

How long do you anticipate it will take to complete this scope of services.

How doesyour firm coordinate the staff commitmentsfor thisand your other projects?
Wherewill the work be performed?

Do you plan scheduled project status meetings with city staff? - If so, how often?
What services do you propose to subcontract to others?

Who will be the major subcontractors?

Have you previously worked with these subcontractors?

Explain how you will meet the minority requirements of our City? (Optional)

The interview schedule should permit the evaluation committee time after each presentation to
record their thoughts and evaluation while fresh in their minds. Usually alow at least 20 to 30
minutes after each interview for the committee to completetheir records. It isadvisableto limit the
interviewsto no more than fivein aday.
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B Sdection of Finalist
Finalist Sdection Committee

Thefinalist selection committee could be the same eval uation committee previously used, or anew
committee composed of other qualified individuals. Again, thiscommittee should be composed of
threeor fiveindividuals, at least one or two of whom aretechnically familiar with the project being
considered.

Finalist Rating Criteria

This committee should utilize areview criteriarating form, as was previously done. However, the
rating criteriamight be modified to reflect more closely the desires of the city, after reviewing the
initial submittals.

Often, the experience and bearing of the actual individuals that will be working on the project and
relating to the city staff hasa stronger bearing on the project implementation, than the experience of
the organization being considered. Sincethefinalistsareall quaified firms, any one of whichthecity
would be satisfied with, the importance of theindividualsis stronger in thisfinal evaluation.

An example of therevised rating criteria, might be asfollows:

Criteria Points
Previous experiencein the servicerequired 0-10
Expertise of key personnel to be used on project 0-40
Suggested project approach (understanding of project) 0-20
Response to committee questions after presentation 0-10
Ability to meet time schedule 0-10
Previous experience on city projects 0-10
Maximum Points 100

Additional examplesof interview rating formsarein Appendix B.

I nterview

It isimportant to provide adequate space for the interview. Set aside aroom with adequate space
for the committee and the finalists to make their presentation and to respond to the committee

guestions.

Schedule adequate time for the interviews and allow time between interviews for the committee to
make their notes.

In procuring services for some projects, the selection process may include visits to each of the
candidates s officesto view their equipment and in-house procedures.
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The sel ection committee may wish to ask additional questions after the presentation by the consult-
ants. For example, the committee might ask:

Current work load of the professional firm?

Time commitment of firm’sprincipals?

Receipt of any design awards?

Has the design team previously worked together? On what projects?
Recent change order experience of the firm?

Recent bidding experience? Bids above or below designers estimate?
What istheir preferred method of compensation?

AffirmativeAction Plan? (If applicable)

Selection of the Most Highly Qualified Firm

Upon conclusion of the last interview, the committee should convene to review their notes and
criteria points. The candidate with the highest rating should be *deemed to be the most highly
qualified” and selected for negotiation of a contract. The other candidates should be so advised.

Because competition is usually keen, it is important to retain evaluation sheets, notes, and other
documents, in a safe secure place, to support the ranking procedure and selection, until the final
contact has been executed and the project commenced.
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Negotiation

ik
When apublic agency selectsafirm to perform architectural or engineering services, price and cost
may be considered only after the most qualified firm has been selected, at which time the law pro-

videsfor negotiation of a"fair and reasonableprice." (Washington Attorney General Opinion No. 4,
1988.)

RCW 39.80.050 (1) provides:

The agency shall negotiate a contract with the most qualified firm for architectural
and engineering services at a price which the agency determinesisfair and reason-
able to the agency. In making its determination, the agency shall take into account
the scope, complexity, and professional nature thereof.

RCW 39.80.050 (2) adds:

If the agency is unable to negotiate a satisfactory contract with the firm selected at a
price the agency determines to be fair and reasonable, negotiations with that firm
shall be formally terminated and the agency shall select other firms in accordance
with RCW 39.80.040 and continue in accordance with this section until an agree-
ment is reached or the process is terminated.

B Scopeof Services

The city and the selected professional further define the scope of servicesto be performed. Thecity
may have benefited from the presentations of the other candidates in defining the scope of services
desired. The selected professional firm, based upon its experience on similar projects adds to the

scope of services. Once the scope of servicesiswell defined, negotiation beginsto determine afair
and reasonable price.

B Compensation
There are several methods used to compensate professional firmsfor their services.
Some of these methods are asfollows:

e Sdary Cost TimesaMultiplier Plus Direct Non-salary Expenses
® PerDiem
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e Cost PlusFixed Fee
e LumpSum
e Percentage of Construction Cost

The methods or combination of methods used depends upon the nature, scope, and complexity of
servicesrequired by thecity.

Thefirst three methods isted above are based upon the consultants cost to perform the servicesand
do not require a precise definition of scope of services, unless a ceiling is superimposed upon the
total contract amount.

Thelast two methods are based upon a specific scope of servicesto be provided and do require that
the project scope be well defined prior to final negotiations.

Thefollowing isamore detailed discussion of each of the above compensation options:
Salary Cost Timesa Multiplier Plus Direct Non-salary Expenses

Thisisafrequently used method for compensation for professional services. Itisparticularly appli-
cableto projectsinwhich the scope of servicesisnot well defined, althoughitisalsowidely used for
projects where the scope of servicesiswell defined.

Salary costisdefined asdirect salaries plusfringe benefits such assick leave, vacation, holiday pay,
unemployment taxes, social security, workmans compensation insurance, etc.

With thismethod, chargesfor professional servicesare based mainly on salaries of the staff involved.
The city should therefore be given the salary or salary range of the staff proposed for the project, as
well asthe time period before these salaries might increase.

The city may review the multiplier to reach salary cost, but has no negotiation range if calculated
correctly. Thisisagenerally fixed multiplier on direct salary to reach salary cost.

However, the multiplier applied to the salary cost is a variable negotiable value. This multiplier
compensates the professional for overhead expenses, contingencies, and profit.

The allowable direct expenses should be defined during the negotiations. These expenses might
include the cost of alocal project office; telephone; shipping; computer rental time; reproduction;
and special project coststhat can be identified.

Per Diem

The per diem method compensates the professional for a day’s work on the project. This method
might be applicable to studies and investigations where there is no well defined scope of services.
This basis of compensation is also used to compensate professionals for expert witness services,
specific consultations or presentations, and work of a short-term nature, such as completion and
presentation of grant applications.
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In addition to the per diem rate, the professional is normally reimbursed for travel and subsistence
while away from thefirm’soffice.

Cost PlusFixed Fee

Under thismethod the professional isbasically reimbursed for all costsof serviceplusafixed feeto
cover profit.

The cost of service includesthe salary costs and overhead previously discussed, and all non-salary
direct expenses. Thefixed fee amount varies with the size of the project, complexity of the project,
and scope of servicesto be provided. Thefixed fee should not be related to the project construction
cost but rather to the complexity of the work and the risk to the consultant should unforeseen
difficulties or regulations arise that would affect the services to be provided, such as a delay to
prepare an Environmental Impact Statement (EIS) or respond to EIS conditions.

This method permits the professional to proceed with a project before a detailed scope of services
has been developed, or where it is difficult to project the full scope of services that might be re-
quired.

Lump Sum

The lump sum method is often used to compensate professionals for investigations and studies, or
for basic design services, such as street or sidewalk replacement or repair, where the scope and
complexity areclearly defined.

A lump sum agreement should state the exact service to be provided within a specific time frame,
and when the lump sum payment isto be made. Occasionally the professional can defer receipt of
payment until the proposed project financing is completed.

The lump sum may also be paid in installments as the work proceeds.
Percentage of Construction Cost

Although frequently used in the 40s through the 60s, this method of payment is now infrequently
used because the relationship between the professional’s costs and project construction costs may
vary greatly. This method is based upon engineering experience over a long period of time to
establish approximate correlations between engineering costs and construction costs for certain
typesof engineering projects. These correlationsresulted in various curveswhich werewidely used.
However, the complexity of today’s engineering projectsis so different than those projects used to
develop these correlation curves, that the curves now only can provide a guide, based upon past
experience, to negotiate proper consultant compensation.
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Summary

If the selection process has worked properly, the city has selected the “ most highly qualified firm.”
This firm and the city should closely redefine the project and detail the scope of services to be
provided by both the consultant and the city. The definition of the services should include personnel
to be used, schedules of work, timeframesfor variouswork compl etion, and different compensation
methods.

The selected firm may offer a compensation method based upon that firm's past experience on
similar projects. The city should contact other municipalities having had similar projectsand learn
from their compensation methods. Jointly, the best compensation method or combination of meth-
ods should be negotiated.
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Contract for Professonal Services

B Approach

Upon conclusion, and during the negotiation process, the terms of the contract with the professional
consultant should be clearly expressed in awritten document before the authorization to proceed is
given.

Many different forms of contracts are presently in use. The city or the selected professional firm
might have astandard form that they prefer to use. If thisisthe case, the suggested form should be
discussed early in the negotiationsto permit timefor each party to understand the desired format and
the suggested standard wording in each section.

For contractsinvolving federal or state grants or loans, many contractual provisions are mandated
by federal or state laws and policies.

B BascElementsof the Contract

The agreement or contract with the professional firm, should contain, at aminimum, the following
elements:

Effective Date of Contract

Names and Descriptions of PartiesInvolved

Name of Project

Description of Project

Specific Servicesto be Provided by the Consultant
Specific Servicesto be Provided by the City
Schedule of Work

Official Start Date

Official Milestone Dates and Completion Dates
Listing of Consultants Key Personnel (Optional)
Listing of Subcontractors or Affiliated Consultants
Payment Procedures

Retainage (Optional)

Wage Increases (Optional)

Provisionsfor Changesin Scope of Consultant Services
Suspension of Work

Dispute Resolution

Termination of Contract

Insurance to be Provided by Consultant
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e Ownership of Contract Work Products
e Authorized Signatures

Most professional service contractsrefer to the professiona asthe* Consultant,” and the municipal-
ity asthe “City.” We shall use these references in the following discussion of basic contract ele-
ments.

Effective Date of Contract

In the negotiation and final execution of aprofessional services contract several parties must sign
and datethe contract. Often, theofficial start date, discussedinitem 8, isdifferent than the effective
date of the contract.

Rather than confuse the issue of contract date, designate an effective date of the contract in the
initial paragraph, such as:

This Contract for professional services madethis___ day of ,199 by and
between . . .

This effective date is usually the date the contract is approved by the City.

Names and Descriptions of Parties | nvolved

Continuein theinitial paragraph to state the partiesinvolved, such as:
This Contract for professional services madethis___ day of ,199_ by and
between the City of acting through its (title of official), who is duly
authorized so to act in or on behalf of the City, hereinafter called the CITY, and
(consultant firm), a(partnership/corporation/individual), hereinafter called the CON-
SULTANT.

Name of Project

In the next paragraph add the name of the project, such as:
Wheresas, the CITY desires to construct the (name of project).

Description of Project

Continue with a brief description of the servicesto be provided, such as:

Whereas, the CITY desiresto construct the (name of project) and desires the CON-
SULTANT to furnish (report/design/construction inspection) services. . .
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Specific Servicesto be Provided by the Consultant

Describe in detail the services to be provided, or refer to an attached exhibit listing the detailed
services being contracted for, such as:

Whereas, the CITY desiresto construct the (name of project) and desires the CON-
SULTANT to furnish (report/design/construction inspection) services consisting of
... asdefined in attached Exhibit A.

Specific Responsbilities and Servicesto be Provided by the City

If the city agreed to provide any services, permits, or datato the consultant, those services should be
listed in the contract or referred to as an attached exhibit to the contract.

Schedule of Work

A contract should include a schedul e of work to be performed with established milestone dates and
completion datesfor both the benefit of the city and the consultant. Rather than have the consultant
or thecity becritical of the other party for lack of anticipated performance, awell-defined schedule
of work assures both parties that the consultant is or is not performing as scheduled.

A calendar bar chart of scheduled dutiesis usually adequate to establish milestone and completion
dates. However, on complex projectsacritical path schedule may be necessary to assure that both
the city and the consultant meet their schedule of performance and approval dates.

Milestones are clearly defined and verifiable key events, products, or designs that might need ap-
proval before proceeding further. If milestones are well defined, both the city and the consultant
understand if the work ison schedule.

The schedule, with its milestones, can be another exhibit attached to the contract.
Official Sart Date

Occasionally, due to funding, or other delays, the consultant may not be able to commence work
upon the signing of the contract by the city. Inthissituation, the contract should include an official
start date, such as:

Whereas, Exhibit __, attached to and made apart of this contract, projectsaschedule
of work activities, theofficial start of the CONSULTANT'Sdutiesshall bethe__ day
of , 199

An optional start date might be established as say, 15 days after the effective date of the contract, or
upon receipt of Notice To Proceed.

Theissuance of aNotice To Proceed is an effective way of establishing the official start date.
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Official Milestone Dates and Completion Dates

If the city has the need for the early completion of specific consultant duties, say for example, the
need to have specific pumping station designs and locations completed in order to start acquisition
of needed private property, the datesfor completion of these specific milestones might be negotiated
with the consultant and be added to the contract as another attached exhibit.

Listing of Consultants Key Personnel (Optional)

Often the names of the key personnel are made part of the contract, with the provision that the
consultant may not substitute key personnel without written permission of the city. If the city
conducted oral interviews and met the key personnel in the selection and negotiation process, it
assessed personnel qualificationsand hasthe right to expect those personnel to remain on the project
subject to mutually agreed upon substitutions.

Listing of Subcontractors or Affiliated Consultants

The contract, for the protection of the city, should provide that the consultant may not substitute, or
add, subcontractors without the written approval of the city. The experience and qualifications of
new subcontractors should be reviewed by the city prior to approval.

Payment Procedures

The method of payment, devel oped during negotiations, should be clearly stated, and include:

Payment frequency
Period of month for submittal of invoice

Invoiceform

Submittal swith payment request, such as subcontractor invoices, critical path schedules,
etc.

Specia conditionsimposed by federal or state agencies for reporting or record keeping
Approval procedures

Period between submittal and payment

Retainage until completion of contract (Optional)

Retainage (Optional)

Retainage provides the city with a margin of protection in the event the project does not cometo a
successful completion, or if there are errors or omissions in the final product which need to be
corrected.

Although required by state statutes for construction contracts, it is not commonly applied to con-
sultant contracts, since their reimbursement isfor services aready rendered.
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Wage | ncreases (Optional)

Onlong-term projects, covering several years, the contract might include provision for theincrease
in wages of the consultant’s staff. Contracts based upon either the “salary cost times a multiplier
plusdirect non-salary expenses,” or “ cost plusafixed fee’ adjust for wageincreases, but thecity and
the consultant might negotiate a ceiling on these increases during the life of the contract.

Provisonsfor Changesin Scope of Consultant Services

Although not anticipated, the contract should permit changes in the scope of services requested
from the consultant, to either add additional duties, or delete unneeded duties. For example, the
contract might provide:

The CONSULTANT agreesto perform those serviceswhich are described hereafter.
Unless modified in writing and agreed to by both parties, the duties of the CON-
SULTANT shall not be construed to exceed those services. The CITY and the CON-
SULTANT agreethat if additional dutiesareto be performed by the CONSULTANT
in the prosecution of this work, the CONSULTANT shall submit an additional or
supplemental work program and be compensated on the same terms as this contract
has previoudly stated, or in amanner mutually agreed upon by both parties.

or:

The CITY, may from timeto time, require changes or modificationsin the Scope of
Work to be performed hereunder. Such changes, including any decrease or increase
in the amount of compensation therefore, which are mutually agreed upon by the
CITY and the CONSULTANT shall be incorporated in written amendments to this
contract.

Suspension of Work

Should unanticipated problems arise, provisions should be made to suspend all or portions of the
work program. For example:

The CITY may suspend, in writing, al or a portion of the work under this Contract
in the event that unforeseen circumstances beyond the control of the CITY make
normal progress of thework program impossible. The CONSULTANT may request
that thework be suspended by notifying the CITY, inwriting, of circumstanceswhich
interfere with the normal progress of the work program. The time for completion
shall be extended by the same number of days the work is suspended. In the event
that the suspension period exceeds (120) days the terms of this Contract may be
renegotiated at the request of either party. Both parties are granted the option to
terminate the suspended portion of the work program specified herein if renegotia-
tions cannot be agreed upon.
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Dispute Resolution

All contracts should include clausesfor dispute resolution. Because court litigationisgenerally the
most expensive and time consuming option, inclusion of specific clauses concerning mediation or
arbitration, or ahybrid of those two forms, is advisable. The optionsinclude:

M ediation - A meeting between the parties, with the assistance of atrained, experienced mediator,
to discuss settlement. Typically the mediator will meet with both sides for ajoint discussion, then
meet separately with each side, and continue the separate discussions until resolution, or acceptance
by the parties that resolution by agreement is not possible.

Arbitration (Binding) - An arbitration is more adversarial. Each party to the contract presents
their arguments to a trained and experienced arbitrator, who then makes a decision. The contract
can contain language that the decision of an arbitrator is binding, and not appeal able to any court of
law.

Med-Arb - Mediation and arbitration are sometimes combined in ahybrid process known as " med-
arb". In a med-arb process, the parties first try to mediate the dispute, and then, if mediation is
unsuccessful, agreeto arbitrate.

Sample mediation and arbitration clauses are available from regiona and national organizations
which specializein mediation and arbitration. City attorneys should also be ableto provide sample
contract clauses, along with advice concerning the advantages of the various dispute resolution
aternatives. All such clauses should be as specific as possible, and should include provisions.

@D Naming the arbitration or mediation organization which will be used, or establishing
how amediator or arbitrator will be selected;

2 Providing timelimitationsfor scheduling mediation or arbitration;

3 If the arbitration format is chosen, the language should indicate whether thereisany
right to alegal appeal from the decision of the arbitrator.

It isalso advisableto include aclause indicating that partiesto the contract shall make best effortsto
resolve disputes quickly among themsel ves before seeking amore formal option, such asmediation
or arbitration.

Termination of Contract

Theright of either party to terminate the contract, prior to completion, should be clearly stated. The
justification for such apossibility isthat to properly complete the professional servicesdesired, both
parties must have mutual confidence and respect for the others responsibilities. The termination
clause frequently provides that either party may terminate the contract by providing appropriate
notification of a stated time period to the other. The payment procedures, should termination be
needed, should be clearly specified and understood by both parties.
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For the protection of both parties, atermination procedure should be provided, such as:

The CITY may terminate all or aportion of the work program in this Contract for its
convenience. Either the CITY or the CONSULTANT may terminate thework inthe
event that the other party fails to perform in accordance with the provisions of this
Contract. Termination of this Contract isaccomplished by providing (20) dayswrit-
ten notice to the other party.

In the event of termination, the CONSULTANT shall perform such additional work
as necessary for the orderly closing of the work program, asjointly agreed upon by
both parties.

The CONSULTANT shall be compensated on the basis of the work performed prior
to the date of termination, plusthework required for an orderly closure of the project.

I nsurance to be Provided by Consultant

There are two specific forms of insurance to consider, namely; errors and omissions, and liability
insurance.

The errors and omission insurance provides protection to the city and the consultant should the
consultant make an error in thework product. One of the considerationsthat acity must make when
determining to contract for professional servicesis the importance of the firms having errors and
omission insurance coverage. Insome cases, it may not be avery important factor and the city may
award a contract to a firm that does not have such coverage, or has it in atotal amount less than
desired by thecity. In other instances, the city may want to limit their consideration to firmsthat are
able to obtain such coverage and in the limits desired by the city, even if it reduces the field of
potential firms to the larger-sized consulting firms. Thisis apolicy decision to be made for each
project.

The liability insurance protects the consultant and the city from claims arising from injury to indi-
viduals resulting from the activities of the consultant in the performance of the work program.

For example:

The CONSULTANT agrees to indemnify, defend, and hold harmless the CITY, its
appointed and el ective officers and employees, from and against al lossand expense,
including attorney’ sfeesand costs by reason of any and all claimsand demands upon
the CITY, itselected and appointed officers and employees from damages sustained
by a person or persons, arising out of or in consequence of the CONSULTANT’'S
and itsagents' negligent performance of work associated with this agreement. The
CONSULTANT shall not be liable for property and bodily injury that may result
from the negligence of any construction contractor or construction subcontractor.

The CONSULTANT shall maintain during the life of this Contract the following
minimum insurance:
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1. Comprehensivegeneral liability insurance, including personal injury liability, blanket
contractual liability, and broad form property damage liability coverage. The com-
bined singlelimit for bodily injury and property damageshall benot lessthan$_ .*

2. Automobile bodily injury and property damage liability insurance covering owned,
non-owned, rented, and hired vehicles. The combined single limit for bodily injury
and property damage shall be not lessthan $ *

3. Statutory workers’ compensation insurance and employer’sliability insurance asre-

quired by state law.

4. Professional liability insurance covering damagesresulting from errors or omissions
of the Consultant. Thelimit of liability shall be not lessthan $ x

*Thedollar amounts should reflect the level of exposure based upon the experience of thecity. The
amounts should be established by the risk manager or other qualified individual.

Prior to execution of this Contract the CONSULTANT shall file with the CITY
evidence of theinsurance coverage, and shall maintain said insurancein forcefor the
life of this Contract.

Ownership of Contract Work Products

The ownership of design plans and specifications, reports, or other work products should be agreed
upon during the negotiation process, so that al parties understand who will own and retain the
original reports, plans, specifications, or other work products. Customarily, the consultant retains
an ownership and property interest in the plans and specifications because his professional sea and
reputation are part of the work product, and the work product isusually site specific. The city will
retain copiesfor information and future reference in connection with the use of the completed project.

For example:

Reproducible copiesof al field notes, reports, designs, drawings, and specifications
prepared by the CONSULTANT, as provided under this Contract, shall be and do
become the property of the CITY upon payment to the CONSULTANT hisfees as
set forth in this Contract.

It isunderstood that all plans, drawings, specifications, computer programs, techni-
cal reports, operating manuals, or other “ Subject Data” furnished by the CONSULT-
ANT pursuant to this Contract are instruments of hisservicesin respect to the project,
and that they are not intended to be represented to be suitable for use on any other
project. Any reuseby theCITY or any other party without specific written verifica-
tion or adaption by the CONSULTANT, will be at the risk of the party using the
“Subject Data’ without liability or legal exposure to the CONSULTANT. Any such
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verification or adaption will entitle the CONSULTANT to further compensation at
rates to be agreed upon between the CONSULTANT and the party requesting veri-
fication or adaption.

Authorized Signatures

Toinsurethat the contract isbinding upon all parties, it isnecessary that the contract be executed by
those individuals authorized to represent the contractor, and by the City Official authorized by the
City to execute such documents.
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Appendix A

Examples of RFQs
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City of
Bellingham

Bridge Inspection
Services
Submittal Date: Sept. 156

BRIDGE INSPECTION
SERVICES .
The Cig of Bellingham is
soliciting Statements of Qualifi-
cations (; from consultin
firms wishing to be conside
for selection to provide State of
Washington  mandated bridge
inspections. Included in the in-
8 ons will be the completion
of the State of .Washington
Bridge  Inspection  Report
Forma. There is a minimum of
33 structures ranging in length
from a 686 foot structure with
timber substructure and con-
creto deck panels, to a 31 foot
box culvert.

Please agbmf(t)o four copiesse of
your SOQ by 8:00 a. m. on Sep-
tember 15, 1993. These will be
reviewed by a selection commit-
tee; finalists will be invited to
appear before the committee.
Please call the Department of
Public Works at (206) 676-6850
to receive a copy of the consult-
ant selection criteria, and copies
of the SWIBS Inventory Coding
Forms with detailed descrip-
tions of each structurc. Mail
your SOQ to:

Gary D. Almy, City of Bel-
lina\'am. Department of Pub-
lic Works, 2221 Pacilic Street,
Bellingham, WA 98226.

GARY D. ALMY,

Public Works Supcrintendent,
Maintenance.

Dates of publication in the Sc-
attle Daily Journal of Com-
meree, August 28 and 30, 1993.

8/30(34282)

FIRST PUBLICATION
City of SeaTac

Comprehensive
Utilities Plan
Submittal Date: Nov. 2
CITY OF SEATAC

UEST FOR LETTERS
OF QUALIFICATION AND
INTEREST FOR

CONSULT. SERVICES

The City of SeaTac is solicit-
ing statements of qualification
from consulting firms or a team
of eonaultan& ﬁmﬁcl ;ntemwd&m in

reparing_the City’s re-
ﬁensive Utilities Plan. q'he
Comprebensive Utilities Plan
shall consist of the following
components:

) A water comprehensive
plan.
2) A sanitary sewer compre-
hensive plan.
3) A surface water manage-
ment comprehensive plan.

A brief description and sco
of work for this project ma;
obtained from the Public Works
Department or by calling 878-
9100.

Due to a heavy workload, the
City Stafl will not be able to
give individual interviews or
answer in&ijvidua] quesﬁions
regarding s uest. How-
ever, on October 20, 1993, at
10:00 am, in the City of SeaTac
Council Chambers, stafl’ will be
available to answer questions

e proposal.

8(3) og: ete copies of
the statement of qualifications
should be mailed or delivered to:

City of SeaTac, Attn: City

Clerk, 19215 — 28th Ave. S.,

SeaTac, WA 98188.

Submittals must be received
at City Hall no later than §:00
pm on November 2, 1993.

Dates of publication in the Se-
attle Daily Journal of Com-
merce, October 5 and 12, 1993.

10/12(36492)

FIRST PUBLICATION
City of
Federal Way

Request for RFQ
UEST FOR
STA' NT OF
UALIFICATIONS (RFQ)
OR SURFACE WATER
MONITORING DESIGN
SERVICES
The Surface Water Man
ment Division, Public Wor
Drfsanment of the City of Fed-
eral Way, Washington requests
Statements of Qualification for
e’mfeasional aervices for the
est Hylebos Water Quality
Monitoring Network. These ser-
vicea are for the preparation of a
surface water quantity and
quality monitoring plan. Con-
tact the Surface Water Manage-
ment Division at (206) 6614094
to obtain a copy of the complete
uest for Qualifications. This
work is to done during the
ﬁriod of October, 1993 through
arch, 1994. The City will meet
with a short-list of three to five
of the most qualiied consul-
tants to discuss concepts and
alternatives. A project &mposa]
will be requested from the most
qualified consultant as deter-
mined by the City as a resilt of

is procesa.

Dates of publication in the Se-

attle Daily Journal of Com-
merce, August 11 and 18, 1993.
8/18(83607)

FIRST PUBLICATION
Town of
Skykomish

Water Supply System
Improvements -
Submittal Date: Sept. 10

The Town of Skykomish, in
cooperation with the King
County Planning and Com-
munity Development Division,
is requesting statements of
qualifications from engineering
consultants for water supply
system improvements. The pro)-
ect involves drilling of weﬁ,
modifications to storage reser-
voir, and improvements to con-
trol systems. Specific services to
be performed include engineer-
ing & design, preparation of bid
specifications, contractor selec-
tion, and construction manage-
ment.

To obtain a Request For
gusliﬁcations package, call the

own of Skykomish (a. m. hours
only) at 677-2388, or «call
Dwight Van Vleet, King County
Planning and Community De-
velopment, at 296-8696. The
deadline for submittal is Sep-
tember 10, 1993.

Date of publication in the Se-
attle Daily Journal of Com-
merce, August 11, 1993.

8/11(33606)




"FIRST PUBLICATION
City of
Beliingham

Engineering Services
Submittal Date, Oct. 156

ENGINEERING
CONSULTANT SERVICES
REQUEST FOR

PROPOSALS

The City of Bellingham re-
gueat.s interested consulting

rms to submit l‘].:»mpouala for
provldin‘g right-of-way acquisi-
tion, environmental, and design
engineering eervices for im-

rovement to Bakerview Road
rom 1-6 to Deemer Road.

The existing facility is a prin-
cipal arterial comprised of a
gingle lane in each direction
v;i nlo n d'ﬁt]chee z_aex:g minimum
shoulders. The project is approx-
imately 1.6 miles l',n length. The
proposed improvements consist
of pavement widening to include
two lanes in each direction, left-
turn lanes at intersections, a
landscaped median, bicycle
lanes, curbs & gutters, setback
sidewalks, street lighting, and
signalization.

1l the Belliwham Depart-
ment of Public Works at &aoe)
676-6961 to receive a copy of the

roject information packet.
B&xmﬂa will be acce until
54 PM October 16, 1993.
Proposale will be reviewed by a
selection  committee and
finalista will be invited to ap-
pear before the committee to
gment a final proposal. Ad-

ress proposals to Larry Leicht,
P. E., City of Bellingham, 210
Lottic Street, Bellingham, WA
98226.

IS.ARRYA. Lgigl-ﬂ‘. é’ E,

upervisin ject Engineer.

Date of gli tion in the Se-
attle Daily Journal of Com-
merce, September 2, 1993.

9/2(34434)

City of Burien

Professional
Services Roster
Submittal Date: Sept. 7

REQUEST FOR
STATEMENT OF
QUALIFICATIONS
FOR

PROFESSIONAL
MACEE
ARCHITE!
TECHNICAL AND
ENGINEERING SERVICES
The new City of Burien is
creating a professional roster
and is requesting specific State-
ments of lifications for man-
agement, technical, [feasibility
study, architectural and engi-
neening assistance in a variet
of arcas. The professional engi-
neers, architects, management,
personncel, and technical indi-
viduals or firms will assist or

rform the following:
P PLAN REVIEW SER-

VICES

Provide architectural and
engincering scrvices throughout
the City's plan review process
including but not limited to the
review ol SEPA checklists, sub-
division applications, and build-
ing permits, and attendance at
predevelopment and  precon-
struction meetings. Specilic ser-
vices include:

Traflic and circulation
studies including trails and
pedestrian ways.

B) Surface water manage-
ment reviews.

C) Slope and scnsitive area
analysis.

D) Noise impact analysis.

E) Structural engincering
and building condition analy-
sis.

F) Street, intersecction,
sidewalk, and drainage im-
provement inspections.

G) Historic preservation.

2) GENE ENGINEER-
ING SERVICES — SERVING
AS CITY ENGINEER

Scrve as the City Engincer or
Interim City Engineer to per-
form day-to-doy gencml es-
sistance and represent the Cit,
in that capacity including devel-
opment ond implementation of
the annual public works depart-
ment work program and budget.
Additional duties may include
review of Citizen Actiop Re-
ﬂucsts induding the evaluation,

esign, and engineering of spe-
cific solutions. Other services
could include; sgou’nl studies,
evaluations, facility analyses,
and other technical services as
may be required; the prepara-
tion of State and Federal grant
applications including budget
and narrative preparations; and:
the development and implemen-
tation ol impact fee or-
dinancc(s). Specific assignments
might be the review and revi-
sion of the current Capital -
Facilities Plans including: de-
velopment of criteria for the’
cvaluation of cxisting and fu-
ture copital projects; evaluatior @
of capital projects previousl ‘=
idcntigcd; and the design {7
specific projects as assigned ing”
cluding strect and intersection;
improvements, stormwater
drainage, aond other genernl-
municipol public improvements. -

3) GENERAL FEASIBILITY:
ﬁ':‘,NSD MANAGEMENT STUD-

Conduct feasibility studics
and needs asscssments address-
ing_ managcment, personnel,
public works, parks and recrea-
tion, human serviges, and com-.
munity flocilitics such ag cost-
benelit analysis, scrvice level
standards, and management
work programs for delivery of
ScCrvices.

Specific management or feasi-.
bility studics might include:

A. An asscssment of com-
munity center operations and-
costs, program preparation for
center o tion, and mansage-;
ment and staffing plan. :

B. The analysis of public
works service delivery and con-
tracts, including cost benelfit:
analysis.

C. Human resources or orga-
nization _analysis_such as posi-

tion analysis, position fica-
tions preparation, and work
force plannin

SPECIFI TION

The selection of the consul-
tantsg, firms, or individuals and
all contractual agreements
made in association with these
services will be subject to the
provisions of all applicable laws
and ordinancea regarding af-
firmative action, equal employ-
ment opportunity, disabihties,
and utilization of women's busi-
ness enterpriscs (WBEs) and

“minority business enterprises

(MBEs). )
Firms and Individuals should
submit no more than three
copics of a Statement of Quali-
fications responding to the fol-
lowing:
lgIdentify the specific areas
by number and seryice as
listed above for which you
would like to be considered.

2) Identify individual(s) res-
ponsible for each service and
provide individual’s resume.

3) Identify individual in
charge of any contractual ar-
rangement, i. e., “Project or
Contract Manager.

4) Identify proposed basis
for fees and charges as ap-

ropriate with hourly rates of
individuals that could be as-
signed. The actual fee will be
necgotiated aflter selection of
the successful applicant(s).

5) Provide a gencral back-
ground statement emphasiz-
ing work similar to that re-
quested.

6) Provide four (4) ref-
erences.

Architects ‘and engineers
should include GSA Standard
Form 254 and 255.

Responses should be limited
to no more than ten (10)
pages, not including individu-
al resumes or GSA Forms
254-255.

Please submit three (3)
copies of .K:)ur statement by
5:00 pm, Tucsday, September
7, 1993, to:

Office. of the City Manager,
Attn.: City Clerk, City of
Buricn, 13838 1st Avenue
South, Burien, WA 98168.
Dates of publication in the Sec-

attle Daily Journal of Com-
meree, August 27 and 30, 1993.
8/30(34245)



Items found here are a variety of
consuliant services. See the Seat-
tle City Notice Section for other
possible consultant services.

FIRST PUBLICATION
City of Issaquah

Professional Services

€r
Submittal Date, Jan. 31, 1992

The City of Isag:ah (pursuant
to Chapfer 61, Laws 1981) is
solicitin statements of
qualifications and performance
information from firms in-
terested in_providing profes-
sional engineering, architec-
tural, and land surveying serv-
ices for the period from January,
1992 through December, 1992 in
conjunction with City-sponsored
projects. Typical projects in-
clude, but are not limited to:
comprehensive utility plans
storm drainage analysis and
design, water system analysis
and design, sanitary sewer
:ystegxo atqalysils an dtesi tn.
ransporation planning, traffic
iq\cg;ineerin .stgeett rg;%%:, traf-
i énal esign, n
and 5!31. geo ech&!l&l eng,xg-
neering, environmental analysis
including sensitive areas iggn-
tification, wetlands identifica-
tion, noise, air and water quali-
ty analysis, topographic survey-
ing, boun surveys, facilities
planning and design, mechanical
srstems_ aglanmng and design and
electrical systems planning and

design.

These qualifications and per-
formance statements will be
reviewed and placed on file for
the remainder of 1992 and will be
used as a source from which to
select one or more qualified
firms from whom a detailed pro-

Al will be te%‘lsted for any
specific project.
have statements on file for the
1991 calendar year should only
respond with a request for their

statement of interest to be

renewed for the calendar year
1992, along with any pertinent
amendments to their statement
of qualifications. The format of
the statement of qualifications is
left to the discretion of the sub-
mitter. Submittals should not
exceed twenty (20) pages. Please
submit only one (1) statement of
qualifications.

_Minority and women-owned
firms are encouraged to submit
statements. Questions regarding
this solicitation should be
directed to_the En§ineerin
Manager, City of Issa uaﬁ
Public Works Dept., at 391-1004.
Response of interested firms is
requested no later than January
31, 1992.

Dates of publication in the
Seattle Daily Journal of Com-
merce, December 16 and 18, 1991.

12/18(11894)

ose firms who -

FIRST PU BLICATION
City of
Oak Harbor

E/A Services
Submittal Date: Feb. 1, 1992

ARCHITECTURAL SERVICES

The Cité' of Oak Harbor (pur-
suant to Chapter 61, Laws 1381)
is soliciting statements of quali-
fications and performance data
from enﬁlneenng and/or archi-
tectural firms for providing gen-
eral engineering and survey
services for sanitary sewer sys-
tems, storm drainage. water dis-
tribution systems, streets, park
master use plans and improye-
ments, marina facilities and a
marina comprehensive plan.
public buildings, public works
maintenance and operation facil-

. ity, traffic signalization opera-

tion and maintenance, electrical
system design, and landfill rec-
lamation, for the 1992 calendar
year. These gualifig:atnons and
performance data will be glaced
on file and will be used as 2
source from which to select one
or more qualified firms from
whom a detailed proposal will
be requested for, an{ specific
project. All submittais must be
received no later than February
1, 1992. Areas of ?3”“‘5‘. are to
be clearly spelled out in the
cover letter to facilitate data en-
try. Statements of qualifications
should be ed to the City Su-

rvisor, 3075 — 300 Avenue

est, Oak Harbor, Washington

City Supervisor.
_ Dafes of publication in the Se-
attle Daily Journal of Com-

merce, December 16 and 17, 1991.
t ) 12/17(11895)

FIRST PUBLICATION

City of Everett

1990 Consultant Roster
Response Date, Dec. 15

CITY OF EVERETT
NOTICE TO CONSULTANTS

In conformance with RCW
39.80.030(2) and RCW 39.80.040(1)
the City of Everett Parks and
Recreation Department is so-
liciting consuiting firms for mis-
cellaneous projects to be under-
taken in 1990. Interested firms
must possess one or more of the
following primary expertise:
civil engineering, eavironmental
services, geotechnical services,
landscape arcpitecture, com-
prenensive planning and design
and golf course arcaitecture.

Completion of a standardized
*Consultant Qualification Ques-
tionnaire’ wiil be required for
interested firms to be considered
for consulting services. The com-
pleted questionnaire will be the
primary basis_for evaluating
quaiifications. Respective firms
ma{ be contacted Dy telepnone
or letter for ‘urther guaiifica-
tions regarding a specific project
and may be asicea to attend an
interview.

The City of Everett assumnes 0o
obligations of any kind for ex-
peases incurced Dy any party

sponding to this solicitation.
Disadvantaged and Women
Business Enterprises (DWBE)
are encouraged to respond.

Forms can be received from
the address listed below and all
completed forms must be for-
warded by certified mail to:

Cindi Pedersen. Project

Assistant, tverett Parks and

Recreation Department, 3002

Wetmore Avenue, Everett,

Washington 98201. L

The *“‘Consultant Qualifica-
tions Questionnaire” must be
sealed in an envelope and

tmarked by certified mail no

ter than midnight, December

15, 1989. Hand deiivered submit-

tals will not be accepted. All

questions regarding this solicita-

tion should be directed to Cindi

Pedersen, Project Assistant,
(206) 259-0300. = . .

Dates of publication in the
Seattle Daily Journal of Com-
merce, November 8 and 9. 1989.

(20979)

—



City of Morton

Engineering Sves.
Submittal Date: March 12

CITY OF MORTON
REQUEST FOR
UALIFICATION DATA
TO FURNISH ENGINEERING
SERVICE

The City of Morton is inviting
statements of qualifications
and performance information
from firms interested in provid-
ing professional engineering
service for the remainder of the
1992 calendar year in conjunc-
tion with City sponsored proj-
ects. The main project for whic
engineering service is sought is
the construction of a water fil-
tration plant. Also stormwater
management is a t(é; priority
concern with the City along
with miscellaneous sewer proj-

acts.

Qualification and _perform-
ance statements will be re-
viewed, placed on file for the re-
mainder of 1992 and will be
used as a source from which to
select one or more qualified
firms from_whom a detailed
proposal_will be requested for
any specific project. L

uestions regarding this invi-
tation should be directed to
City of Morton, P. O. Box 1089,
Morton, Washington 98356. Re-
sponse of interested firms is re-
?gge;ted no later than March 12,

Dates of publication in_the
Seattle Daily Journal of Com-
merce, February 13, 14 and 18,
1992, 2/18(13707)

City of Monroe .
Consultant File
Submittal Date, Feb.15 - -

CITY OF MONRQE __ « ..
1991 CONSULTING SERVICES
The City of Monroge is
announcing its projected re-:
quirements for consulting serv~
ices for the 1991 calendar year: -
ical ds of consulting
services include, but may not be -
limited to: N
1. Storm_water system an-
algsxs and design; e
. Street sysfgmdesign: o
3. Transportation master :

planning; .:
4. Geographic information
s B

ems,; R
$. Sanitary Sewer systeo
analysis and design; R
6. Boundary and  topo-
mphxc surve services. -,
submittal should include
the following information: -...
1. Specify which of the-
above specific consulting,
fields your firm desires tc

perform; e

2. Indicate consultant ek-
perience relative to the spe-
cific field of expertise;

3. Municipal references
from past and present clients;

4. Name and background of
key individuals your firm
might Er?:ose to assign;

5. SI 254 and 255.

All resumes will be kept on’
file and used to select qualified
consultants for each particular

roject, as the need arises. Due ,
o the ox:going nature of the.
projects thro ut the year,..
consultants not sel wil
not be notified. St

All inquiries and resume sub--.
mittals should be made by 4:00:
8. m. February 15, 1991 to the

ity of Monroe, 806 West Main. ;
Street, Monroe, WA 98272, (206)
794-7200. i

The City of Monroe is 3n:
equal opportunity employer..
and all interested parties are;
encouraged to submit qualifi-
cations. T

DOUGLASJ. A
JACOBSON, PE |

Director of Public Works. .-.

Dates of publication in_the:
Seattle Daily Journal of Com-
merce, January 25 and Feb-
ruary 1, 1991. 2/1(950) .

FIRST PUBIJCATION
City of
Federal Way

Notice to Architects,
Engineers and Surveyors
The City of Federal Way
solicits interest from consulting
firms whose practice includes
one or more of the following
specialties and who would like
to be considered for projects:
Archit

Civil Engineering/Streets
and Storm ral.nagg
Comprehensive Planning
Construction Management
Drafting Services
Electrical Engineering
Environmental Services
Geotechnical Engineering
Hydrogeologhst
ydrogeolo
Landsca) xg.hltecture
Materials Testing
Mechanical Engineering
Pavement Analysis
SEPA/EIS Analysis
Solid Waste/Recycling
Structural Engineering
Surveying, Mapping, and

Photo etry
Tra}. %ic_and Transportation
Engineering
rban Design and Planning
Utility Rate Studies
Wetlands Analysis
Submittal of a completed U. S.
Standard Form 254 and a stan-
dard company brochure will be
a requirement in order for your
firm to be considered on subse-
qt\]xent projects. Transmittals
should clearly indicate the
specialty areas for which con-
sideration is sought. Your firm
ma{v be contacted by phone or by
letfer for further qualifx%%ttions
regarding a specific project.
%‘he seFec_tipn of a consultant
for a specific i)rojqct will be
based on the following criteria
areas: Key Personnel, Ex-
rience, Demonstmted.ln{e_x;est.
apgfement Plan, Availability,
Ability to Meet Schedule, Firm
Size, Firm Location, Past Per_for-
mance, In-House Expertise,
Familiarity of Design Stan-
dards, Special %uah ications
Community Involvement, and
Minority and Women Business
Enterprise approach. The City
encourages minority and women
owned consultant firms to
respond. -
e City of Federal Way
assumes no obligations of any

-kind for es incurred b

any respondent to this solici-
9 v f th ired
single copy of the required.
information should be sent to
rector of Public Works, City of
Federal Way, 33530 First Way
South, Federal Way, W
98003. Any questions regarding
this solicitation should be
directed to Mary Barnes,
661-4144.
PHILIP D. KEIGHTLEY,
Director of Public Works.
. Dates of publication in_the
Seattle Daily Journal of Com-
merce, April 13 and 20, 1992.
4/20(15747)
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Appendix B

Examplesof Interview Rating Forms

Contracting for Professional Services



SAMPLE

CITY OF

CONSULTANT EVALUATION INTERVIEW FORM

FIRM
DATE
INTERVIEWER

Category
(
|

Exp_erience of firm in similar
projects

Experience of Project Manager
Experience of principal staff
Firms’ understanding of project
Firms' approach to project

Has project team worked together
on other projects?

Will firm complete project on
schedule - other projects on
their work schedule?

Firms' change order record

Overall quality of presentation

Location of office where work
will be performed

GRAND TOTAL OF WEIGHTED POINTS

RATING
Poor to Good)
2345678910

Weighting Total
Factor

0.20
0.15
0.10 ) -
0.20 S

0.25

0.05 _

0.15 .

0.15

0.10 —_—

0.05 -



SAMPLE

CITY OF

CONSULTANT EVALUATION MATRIX

Date:
PROJECT:
FIRM:
EVALUATION PRIORITY RATING WEIGHTED
CRITERIA WEIGHT 0-100% TOTAL
Proposal 0.166 - -
Methodology 0.119 - -
Staff Size 0.114 - -
Time Schedule 0.157 S —_
Expertise 0.173 - -
Similar Projects 0.157 - _
Innovation/Approach 0.114 - -

GRAND TOTAL

INSTRUCTIONS: Rating, 0%-100%. Rate the proposal and firm with regard to each
criteria on the basis that the best possible qualifications under each

criteria would rank 100%.
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FIRM:

CONSULTANT EVALUATION INTERVIEW FORM

INTERVIEWER: DATE:

Totals

10.

11.

What is the firm’s understanding of the project?

What experience does the firm have in projects similar to ours?

What people will be assigned to this project?
What is their specific experience on projects of a similar nature?

Have they worked as a team before prior to this project?

Can the firm successfully complete the project within the proposed schedule?

What would be the general approach of the firm toward completing the project?

If the firm is not located in Port Angeles, would they initially set up a temporary office in Port
Angeles to minimize coordination problems? If not, how would they handle coordination and
communication?

What are the firm’s strongest points relative to projects of this nature?

What has been the firm’s recent experience of bids meeting their estimates? What controls
does the firm have to assure a successful bid?

Who will be the project engineer or manager that we will deal with on the project?

What position does this person have with the firm?

How many years of experience in the fields relative to this project?

Are they a good communicator?

Are there any subconsultants? Who are they and what will their roles be? Have they worked
with the prime before?

Overall quality of the presentation? Do they know what they are talking about?

Too smooth or just right?

General Comments:



	Foreword
	Table of Contents
	Introduction
	Professional Services Under Chapter 39.80 RCW
	Other Professional Services
	The Selection Procedure
	Evaluations of Qualifications Submitted
	Negotiation
	Contract for Professional Services
	Appendix A - Examples of RFQs
	Appendix B - Examples of Interview Rating Forms

